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Subject

Section Number

ACCOUNTS

Administrator

8722 B, 9800, 9820 A3, 9850

Postage Due

14420, 14241 B

Receivable 9600, 9820 B
Trust 11232 G, 11702 B3, 11820 C
ADOPTIVE HOME RECRUITMENT 4500
ADVISORY COMMITTEES 3300
AMERICAN SIGN LANGUAGE 4330 C3
ATTORNEY GENERAL

Contracting 101100
Foster Parent Legal Defense 9106 C

Legal Representation 91022
Licensing Action 12500 B4, 12710 C6
Opposing Testimony 8900
Release Of Records 13721 C3, 137112 E
Subpoena Of Records 137112

Torts 91052 B
Trust Accounts 11820 A
BLOOD AND AIR BORNE PATHOGENS

Adoption 5723 F2 Dii
Cleaning 5713 E
Confidentiality/Disclosure 5723 F
Contaminated ltems 5713 C1
Definitions Appendix A
Disposal Of Contaminated Items 5713 C
Employee Self-Care 5713 |
First-Aid Practice 5713 B

HIV Testing 5723 E
HIV/BBP Advisory Team 5723 C
HIV/BBP Coordinator 5723 B
Incident Reporting 5723 G2
Laundry 5713 D
Medical Follow-Up 5713 G3
Non-Discrimination 5723 A

Payment 5713 D5, 5713 G5
Placement 5713 H1,5723 G
Post-Exposure 5713 G,

Record Keeping 5713 G4

Safe First Aid Practices 5713 B
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Training 5713 F
Subject Section Number

Standard Precautions

5713 A, 5723 D

BUSINESS MANAGEMENT.

2225, 2342

CASE AND MANAGEMENT INFORMATION

SYSTEM (CAMIS)

Access

2211,7310, 8100, 9420 D, 13234, 13930 |,

Administrative Files

13300,15204

Case Assignment, Transfer, And Closure

13831 C3, 13850, 13910 |, 13930 E, 15202

Courtesy Supervision 15213

Documentation Of Legal Actions 15214,15219, 15222 C
Input Of Names 152162

Internet Access 15224

Interoffice Referrals 152011

Interstate Compact Cases

1140 C, 13236 A3, 13236 C5

Legally Free Children

132363 A3b, 152062,152122 C

Licensed Facility Complaints

15223

Network Equipment Relocation

15209

Program Code

15211, 152133 B1a

Residential Address For Children

132362,15212

Securing Unattended Computer Terminals

7310,7323 B, 152154 D, 152193

Social Service Payment System

8310, 9410 A, 152162 H, 15222 A, 152081- D

State Licensed Facilities/Persons

15217

Storage Of Confidential/Mission Critical Data

15210,

Training

8310 A2, 8324, 152033 B4c, 152073,

Updates To CAMIS

11895 C, 13236 C, 15220

Use Of State-Owned Equipment At Home

15215

CASE RECORD MANAGEMENT

Accuracy 2341, 13100 C1,13700, 152234 C

Administrative Records 13300, 152042 A

Archiving 11233 B4, 11233 B4, 11900, 13930, 13900,
14310, 152042 E

Assignment 5113 A, 11233, 13100 A, 13236 A 1, 13831 D,

152012 D 1, 152022 A, 152112 C3, 152132 A

Client Records

3230, 8723, 10800, 137112 E,

Document Section 13410 B,

Indian Child Welfare Section 13410 E

Health And Education Record 13410 C

Narrative Recording Section 13100 C1, 13410, 13410 G,
Permanency Planning Section 13410 B

Service Authorization/Payment Section 13410 A2

Closure 6223 A4, 13831 C5, 13930 A, 152022 F,
Composition 13400

Cost Of Disclosure 13733
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Subject Section Number
Disclosure 2232, 5235, 5723 F2, 7310 C4, 12910, 13700,

13720, 13730, 13723, 13760, 13725, 13780,
137110, 137100, 137112 G, 137113, 152072

Federal Revenue File

13263 C, 13910 E, 13920

Initiating Records

13100 1d

Licensing Records

Application Attachments/Inspection Reports

13511 B, 13515

Complaints And Corrective Actions 13514
Disclosable Information 137113,13831 B
Licenses, Applications, Related Documents | 13500
Miscellaneous Correspondence/Financial 13516

Training

Non-Disclosable Information 137114

Notice Of Disclosure 13831 B
Personal Information 13831 A
Personnel Documentation 13513

Service Episode Record

6223 A3b, 13510

Maintenance

CAMIS Procedure

13236 Fl, 13930 G

Preparation For Storage

13930 D, 13930 F

Recalling From Storage

13910 H

Retention Periods

13910

Storage

13920, 15210

CASE RECORD MANAGEMENT

Near Verbatim Recording

13100 C1 K

Non-Disclosable

13770, 13780, 137110 G

Privacy 7310 C3, 13725 B, 137110 1, 137111

Protection 8723 B4, 14232 C2

Retention 2227,5122 D, 9410 E, 9432, 9434 B, 1011000
C, 13220 A, 13930 L, 152042 |

Transfer 111000, 13910 |, 152021, 152022 D

CASE REVIEW

Adoption Planning 13410 C2

Area Manager 6222

Local Indian Child Welfare Committee 13410 E

Monthly Case Audit 6223 B

Supervisor 6223

CASE TRANSFER

Adoption Files 13831 B

Between Offices 152022 D2

Between Units 152022 D4

Family Home Licensing Files 13831 D
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Federal Revenue Files 13831 C

Subject Section Number
Regional Responsibilities 13830

Social Service Files 13831 A
CENTRAL CONTRACTS FILE 10300

CHILD CARE COORDINATING 3320

COMMITTEE

CHILD CARE LICENSING

Application Process

5525, 5541 A2a, 12200, 12320, 12320 E,
12330, 12330 E

Child Care Center

3320 A

Child Placing Agency

5524 C, 5525 A2, 5545 C4 Cii, 12230 H,12320
D, 12350 A, 12600

Children’s Residential Care

12110 A, 12800

Complaint Investigations

5111, 5713 A, 5114 C, 12400, 152112 A,
152232 B

Decision

12120, 12310 B, 12340 1, 12500 F

Denial, Suspension, Revocation

3220 B6, 5560, 12120, 12310 B, 12340 |,
12500 D, 13514 B

Files

5242, 12340 B, 13412 B, 13512, 137115 A

Foster Family Homes

2242 A6, 5525 B2, 5541 A3, 5545 C4, 12130,
12330 E, 12610 B, 13515

Initial License 12330 E
Placement Activities 12340 B, 12700
Probationary License 12500 B

Public Disclosure 13831 B 1b
Residential Care Facilities/Agencies 12320 F
Support Services 9130

Waivers 5545 C4, 12330 D
CHILD CARE LICENSING/ADOPTION 8120, 12132
LIMITATIONS FOR EMPLOYEES

CHILD CARE RESOURCE AND 2241 E, 3320
REFERRAL NETWORK

CRIMINAL HISTORY AND BACKGROUND

CHECKS

Adoption 5524, 5532

Background Clearance Unit

5527 A1, 5531, 5533 A3, 5540, 5542, 5544,
5580,

Contractors 5500, 5512, 5526, 5532 C, 5561, 5570 F3
Department Employees 5527 A
Disposition 5560, 5563 C, 5565
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Documentation 5512, 5514, 5541 B3, 5544 B1, 5550
Subject Section Number

Emergency 5533 B

Expedited 5533

Federal Bureau Of Investigation (FBI)

5541, 5543, 5545 B, 5510, 6510 C

Fee Waivers

5545 A3, 5540 B1d, 5545 CA4e,

Fingerprint Cards

5543 A1

Fingerprints

5542

Local Law Enforcement

5514, 5533 C, 5543 C, 5545 C4b

Licensure 5525, 5563 A2

Offenses 5527 B3, 5563 A, 5590

Parental Placements 5523

Relatives 5522

Unpaid Individuals 5545 C3

Volunteers 5512 B, 5521 A1, 5526, 5527, 5541, 5550 C,

5590 C3

Written Feedback

55632 D, 5510 F

CRITICAL INCIDENTS

5100, 5122

CULTURALLY RELEVANT SERVICES

1220 A, 1221 B, 4300, 4320

DEPARTMENT POLICY

1300, 8324 A, 101000

DISASTER RESPONSE

Emergency Mission Statement 8723 B1
Essential Records Plan 8721 A
LAN/WAN Coordinator Responsibilities 8724, 8724 B
Operational Coordinator Responsibilities 8722 B3

DIVISION OF CHILDREN AND FAMILY
SERVICES

1400 A, 3210, 4520, 6220, 8322 B

DIVISION OF MANAGEMENT SERVICES

2220, 2342, 5580, 5713 G5, 6520, 7131 A

DIVISION OF LICENSED RESOURCES

1400, 2240, 2310, 3210, 4320 B

DIVISION OF PROGRAM AND POLICY
DEVELOPMENT

2230, 5114 F, 5720, 6240, 9141 B

DOCUMENTATION-NEAR VERBATIM

13100 C1 |

ELECTRONIC FILES

7310, 7320, 8723 A

E-Mail

2211 B, 7310 B, 11222 C, 11870 B, 118110
C1, 152243 D

EMPLOYEE ETHICS

8110 A
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Subject Section Number
EMPLOYEE SAFETY 8600
ESSENTIAL RECORDS 8721 A1

EXCEPTIONAL COST PLAN

9130, 11231 A7, 11700 B3c

EXCEPTIONS TO POLICY

2320, 8325 B3, 9140 B3, 11700 B3c

FACILITY INVESTIGATION

5100, 5121, 5113 D, 152234

FACILITY MANAGEMENT

2225 A

Planning

7200

FEDERAL FUNDING PROGRAMS

Adoption Support

11400, 11410, 11430,

AFDC Relatedness

11211 A, 11410 E1

Behavior Rehabilitation/Group Care 11250 B

Child Placing Agency 11213 B

COBRA 11440

Correction Of Funding Source 11600

Client Aged 18-20 11240, 11850 C, 11880 B, 118100
Electronic Data 11233

Exempt Income-Child 11700 B1

Federal, Funding Specialist

11220, 11214, 11254

Federal Revenue File

13236 A3 e, 13410 G

Guardianships

11212 B, 11213 A4b, 11300

Income/Resources Of Child 11700
Judicial Determinations Protections 11211 C
Non-Exempt Income-Child 11700 B2

Original Placement Date

11213 A, 11310 C

Paper Files

11233 B, 13236 D

Random Moment Time Study

111100, 111160

Record Management

13910 G

Re-Determinations Of Eligibility

11214 B

Reimbursability

11211 A, 11211 D, 11214 B, 11440 D, 11700
B3

Relative Placements

11213 A4, 11410 E1, 11500

Repeat Removals

11212 A

Social Worker

11130 B, 11213, 11222, 11252 B1a, 11253,
11410, 11440 C, 11520, 11700 B5a. 11830 A,
11810 C, 111140 C

SSI Facilitator

11130 A, 11221 F, 11233 B2, 11420 A, 11240
C1, 11850, 118100 B1

Teen Parent

11212 C

Title IV-E/Foster Care

11214 A5, 11310, 11440 F, 11530
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Child Placing Agency Custody 11213 B1
Subject Section Number
Dependency Guardianships 11212 B2
Eligibility Criteria 11200, 11212
Inter-Ethnic Placement Act 4510

Judicial Determination 11211 C6
Repeat Removals 11212 A
Voluntary Placements 11211 C2

Title Il/Retirement, Survivors & Disability

Age 18-20 11240 G
Application 11130 A
Correspondence 1123313 2bii
Eligibility 11221

Foster Care/Guardianship 11320 A
Notices-Documentation 11870 A
Payments 118100 B1
Referrals Procedure 11231
Representative Payee 11232 E, 11850
Trust Fund 11830

Title XVI/SSI

Age 18 Through 20 11240

Application 11212 C4
Documentation 11233 B3a, 11860
Eligibility 11230, 11700 B3c
Representative Payee 11320 C

Trust Fund 11840 B, 11880 E

FEDERAL FUNDING PROGRAM

Title XIX/Medicaid 11430

Adoption Support 11430

BRS/Group Care-TCD 11251

Documentation 11250 A

Eligibility 11215, 11250 A, 11700 B6a
FFS Procedure 11254 A

Guardianship 11310 A

Referral Procedure 11253

Regional Responsibilities 11251

Trust Fund Accounting

11800, 11820, 11251

FEDERAL FUNDING SPECIALIST

11130 A

FEDERAL FUNDING UNIT

11120, 11231 A

FEES FOR VITAL STATISTICS

9900

FISCAL AND BUDGET MANAGEMENT

2224
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Subject Section Number
FLEXIBLE WORK HOURS 8400

FOSTER CARE PAYMENTS

And Day Care Payments 9142 A
Limitations 9140

Special Rates 9100, 9124
FOSTER HOME RECRUITMENT 4510 B, 4520

FOSTER PARENT LIABILITY

Attorney General

91022, 91061, 91063 C

Claim Filing 91013 B
Liability 91000, 91021
Limitations 91024

Third Party Liability 91024 F
FOSTER PARENT REIMBURSEMENT

Claim Filing 91170
Exclusions 91160
Limitations 91150

HEALTH AND SAFETY REVIEW

2242 A, 5400, 6232

HOME STUDY

13236 A2, 13512 B, 152022 A4, 152133 B1

IDENTIFICATION CARDS AND TAGS

8500

INFORMATION SERVICES

8724 B, 152033 B, 15207, 152091

INTERAGENCY AGREEMENTS 10230, 10410 B
INTERAGENCY PROTOCOL 2330
INTER-ETHNIC ADOPTION PROVISIONS [ 4510D
INTERNET 152241
INTERSTATE COMPACT FOR ADOPTION | 11440C

AND MEDICAL ASSISTANCE

INTERSTATE COMPACT FOR JUVENILES | 91222 B2 aiiii

INTERSTATE COMPACT ON THE
PLACEMENT OF CHILDREN

13236 A3, 152112 B2
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INTERPRETER SERVICES

Subject Section Number
Language 14112 C1, 14150
Sign 4330 C3
LEGISLATIVE RELATIONS 3120

LICENSED FACILITY COMPLAINTS

Child Abuse/Neglect

5112 A, 5113, 5321 B2, 12400 A

Investigation Protocol

5310 A

Reports

5111, 5120, 5321 B

LIMITED ENGLISH PROFICIENCY

4320, 14151 A

LOCAL AREA NETWORK (LAN)

2211 B, 8724 A, 152093 A, 152183 B1c

MANAGEMENT TEAM 2100, 7222 E, 15100
MANUAL MAINTENANCE 1400

MEDIA RELATIONS 3130

NEAR VERBATIM RECORDINGS 13100 C1d
NEGOTIABLE ITEMS 9830, 14140

NON-DISCRIMINATION

4100, 4400, 8110 B, 14112 B

NOTARY PUBLIC 14500
NOTIFICATION

Background Checks 5533 A
Child Death 5530, 5250
Critical Incidents 5121
Facility Complaints 152233
FEDERAL REVENUE

Excess Client Funds 11870 B
Placement Episode 11214 A
SSI Application 11233 A1

Foster Parent Liability Claims

91032, 91051

Office Of Financial Recovery 9520 C3
Record Disclosure 137112 D
Vendor Investigations 101400
OFFICE OF CHILDREN’S 2221, 6252

ADMINISTRATION RESEARCH
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Subject

Section Number

OFFICE OF COMMUNITY/CONSTITUENTS
RELATIONS

2212

OFFICE OF FINACIAL RECOVERY (OFC)

9140 D2, 9530, 9610, 14140 C

OFFICE OF FOSTER CARE LICENSING

2310, 6232, 12300, 13510 B

OFFICE OF QUALITY ASSURANCE AND
TRAINING

2231, 6100, 6241

OPERATIONS SUPPORT

2223, 6410

OPPOSING TESTIMONY

8920 C

OVERPAYMENTS 9140 A, 9140 C, 9520, 9520 B, 9550
Interest 9550
PAYMENTS

Adoption Support 11400

Child Day Care 91300
Contract 10320 B
Disputed 9141
Employed Foster Parent Child Care 91340

Foster Care 11530 B
Limitations 9140 B1, 9142
TANF 11520

Travel 91210

Social Service 9400

Vendor 8723 A, 9200
PERFORMANCE REPORTING

Benchmark 6420

Client Based Outcome Measures 6430

Regional 6330, 6410
POLICY ISSUANCE 1400 C

POSTAGE DUE ACCOUNTS

14241, 14244

PROGRAM REVIEWS

Quarterly 6330 D
PROPERTY MANAGEMENT 7100, 7122 A, 7133
PROTOCOLS 5122, 5400, 7220, 13412, 15121

10
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PUBLIC DISCLOSURE COORDINATOR

13722, 13723, 13750, 137112 G

Subject

Section Number

PUBLIC DISCLOSURE OFFICER

13721

PURCHASING

7121, 7350, 10250

QUALITY ASSURANCE

Accountability

1220 B, 6110, 6250

CPS Facility Investigation Section 6233
Regional Responsibilities 6221
RANDOM MOMENT TIME STUDY

Codes And Definition 111160
Participants 111120

Responsibilities

111130, 111140, 111150

REASONABLE EFFORTS

Judicial Determination

11211 D1a, 11310 C1

Record Review

13831 A4

Staff Training

8325 D1

RECORD DISCLOSURE

Cost Of Disclosure

13732, 13733 B

Denial 13725g, 13760, 13700
Non-Disclosable Records 13770
Privacy 13700
Protection 13740
Procedure 13750

Public Disclosure

5240, 7310 C3a, 10800, 13721, 13726

Review Of Denial

13760

REGIONAL BUSINESS MANAGER

2224 B, 2320, 5545 CA4ciii, 7210, 9840, 101100
F, 10320 A, 10340, 11810 A

REPAYMENT

9140 D2, 9530

RESOURCE MANAGEMENT

Cellular Telephones

7350

Computer Equipment

7321,7322, 7323 C, 8724 C3, 152092,
152153, 152193,

Electronic Files

7310

General Protection

7310 C2, 7323 A

Software 7320, 7323 C2, 8724 C2, 15251
Telefacsimile 7360

Telephones 4320 C, 4330 C1, 7221 A, 7340
Vehicles 5600, 7330,

11
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Subject

Section Number

SERVICE EPIDSODE RECORD (SER)

CAMIS

13100 C, 152133

Case Record

13410, 152201

CPS Child Care Income Waiver 91350 B

Federal Revenue File 13411

Interpreter/Translator 4320 A

Licensing File 13500, 13511, 152204

Supervisory Case Review 6223 A4

SOCIAL SECURITY

Administration 11221 G, 11233 B3d, 11840

Benefits 11810 B

Card 11233 B3e

Number 5580 A, 5532 B2, 11232 A, 11252 B1, 118130

C4

SOCIAL SERVICE PAYMENT SYSTEM

(SSPS)

Area Manager Reports 9420 B

Input Staff 9433
Monitoring 9435 F
Operator Numbers 9420 D
Provider File Numbers 9440

Social Worker Reports 9432 C

SSPS Worker ID 9432 B2, 9435 A
Staff Training 8300
Supervisory Reports 9435 E, 9435 G
Support Staff 9434

SPECIAL RATES/EXCEPTIONAL COSTS 9120
Limitations 9140 B2

STAFF LIABILITY 8800

STAFF TRAINING

Academy 8323, 8325, 8326
CAMIS 8310 A, 8324, 14330
Orientation 8324 A

SSPS 8310
STATE-OWNED VEHICLES 7331

SUPPLEMENTAL SECURITY INCOME
FACILITATOR (SSIF)

11222, 11232, 11233, 11870 A1, 11830,
118120

12
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Subject Section Number

TELECOMMUNICATIONS DEVICES 4330 C2

TELECOMMUTING 8200

TELEPHONES

Cellular 7350 A

Fax 7361, 11890 B, 111130 E, 14500 D, 152012
D4

Scan 7341 C

TEMPORARY ASSISTANCE TO NEEDY
FAMILIES (TANF)

11214 A7, 11520 C, 13234 B

THIRD PARTY

Foster Parent Liability

91011, 91030, 91040, 91070, 91171

Dissemination Of Information

5570

TITLE IV-E

Child Placing Agency Custody 11213 B1
Dependency Guardianships 111212 B1
Eligibility Criteria 11200
Judicial Determination 11211 C1b

Voluntary Placements

11211 D1b, 11213 A3

TITLE XVI/SUPPLEMENTAL SECURITY
INCOME

Eligibility Criteria 11230
TRANSPORTATION 5600

TRAVEL

Assistant Secretary Approval 91222 B2 e iii
Authorization 91222 A, 91222 D
Client 91200, 91222 C
Employee 91210 A
In-State 91221
Out-Of-Country 91224
Out-Of-State 91222
Volunteer 91200

TRUST ACCOUNTS

Benefits 11800, 11800 C
Client Aged 18-20 11800 A,
Correspondence 11870, 11830 C
Dedicated 11840

13




CHILDREN’S ADMINISTRTION OPERATIONS MANUAL

Appendix C

Disbursements 11880

Subject Section Number
Establishment 11800
Information Release 11820

Regional Coordination 11810

Resources 11860

Trust Fund Unit

11800 A, 11870 A2, 118110 E, 118130

TUITION REIMBURSEMENT 8321
VENDOR PAYMENTS 9200
VITAL STATISTICS

Fees 9910
WARRANT REPLACEMENT 9300

WIDE AREA NETWORK (WAN) 8724 A 152073 B5, 152093 B
WAIVERS

Case Folder Color Coding System 13412
Director, Division Of Licensed Resources 2330 B
Filing 13610

Fee Waivers For Record Disclosure 13733 A
Licensing 12330 D1
Licensing Process 12710 C1a
Prohibited For Statute And Federal 2320
Regulation

Regional Administrator 2341
Safety Committee Meetings 8610
Separation Of Duties 9830
Waiver Of Payment For FBI Fingerprinting 5545 C2

14




